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The model policy and rcles presented here were based 
on the final rule^ concerning education records appearing in the 
"Federal Register" end are designed tc hel^) those developing and 
implementing local policy and rules. The mcdel policy is a short 
statement of direction concerning student lecoids. The rules, 
covering 21 different areas, explain the applicaticn of the policy to 
specific circumstances. The suggested rules cover such dt€as as 
hearing procedures, consent for record disseminaticn, dealing with 
computerized records, administrative responsibility for records, 
maintaining logs of reguests for records, access to reccrds, and 
permission releases. Model forms included in the publication are a 
model form notifying parents and students about reccrd access, a 
cumulative record review log, a record leguest form, a notification 
of pupil, record transfer form, a third-party record release form, and 
a record of inspection of pupil records. (Authcr/JH) 
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IMPORTANT : THIS IS A MODEL ONLY 
Do not accept any portion of this model as 
local policy or rules until after full and 
sufficient consideration. It is always wise 
to have proposed local policies and regulations 
reviewed by legal counsel, 
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Dear Colleagues: . 

^It is difficult to believe that two years have passed since the 
enactment of the " Family Educational Rights and Privacy Act > of 1^74 
In th^t time the original statute was substantially amended, the pro- 
posed rules were promulgated, distributed and much discussed. In an 
effort to assist local school districts in developing local policy 
and rules in accordance with the proposed rules, a committee of staff 
members pf this Department drafted a model school policy and rules. 
On June 1/ of this year, the final rules on education records appeared 
in the Federal Register . Copies of the final rules and the comments of 
*^ the' Office of Health, Education and Welfare were sent to all school 
districts in I^wa via the mailbag. 

- The Department staff members who develpped the earlier version of 
the model policy and rules on student records have reviewed the model 
in light of thfe final rules and again pi^esent it in revised form in 
the hope that./it will "be of use to those persons developing and imple- 
menting local policy and rules. 
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» ' , Sincerely yours, 

ROBERT D. BEfl-TON^ Ed'.D. 
, State Superintendent of Public Instruction 



' 5 



' ■ TABLE. OF COn/eNTS 

f. ■ 

MODEt POLICY AND RULES CONCERNING IDENTll^'ICATION , MAINTENANCE AND 
DISSEMINATION OF STUDENT PERSONNEL RECORD DATA 



xMODEL STATEI^ffiNT PF P'OLICY 
MODEL statement' OF RULES 



I. PURPOSE^OF STUDENT RECORDS 



II. DEFINITION OF STUDENT RECORD 



III. AGE OF CONSENT . 

:V. RitHT TO ^CHALLENGE AND HEARING PROCEDURE' 

V. ' RIGHT TO RES^POND " 

VI. COLLECTION OF DATA . i 

Vri. DIRECTORY INFORMATION 

VIII. CLASSIFICATION AND MAINTENANCE OF DATA . 

JX. PERSONAL professional) WORKING NOTES . . . 



/ > 

X. COMPUTERIZED DATA BANKS 



s XI. ADMINISTRATIVE RESPONSIBILITY FOR STUDENT RECORD. 

XII. MAINTAINING LOG OR RECORD OF REQUEST *FOR INFC-IMA. . V 
XIII. TY^^ES f'' l^E^njESTS FOR STUDENT INFORMATION ..... 

)m^\^ : l . [requests for information . . . |^ ■ . 

XV )tic: .-tudents and parents - directory : ;f<" 

■ \ 

chool students enrolled in pueli'. s 
av: ... .:::ats " • • 

■\^T: ; - PERMISSION RELEASE . 

)•] RIGHTS . ... r .... / 

XX. Pi:i. .ON OF POLICY AND RULES . 

XXI. THE ■ TO WITHHOLD INFORMATION 



"FERINGS . 



\ 



TABLE OF CONTENTS- 
' \- 'I (Continued) 



MO'OEL F0R2j|^F0R NOTIFICATION - : 1 



CL^tULATIVE REQORD. REVIEW LOG . . . v 17 

RECORD REQUEST 'FORM' . j.f . . . 18 



NOTIFICATION'^OF .TRANSFER OF PUPIL -RECORD TO ANOTHER SCHOOL SYSTEM OR POST 

SECON*DARY INSTITUTION ...... 19 

REQUEST FOR f ERMISSIOr^ TO RELEASE PERMANENT SCHOOL RECORD TO THIRD PARTY . . 20 

RECORD OF INSPECTION OF PUPIL RECORDS . ^ . . . 21 



t 




f 



MODEL POLICY AND RULES CONCERNING IDENTIFICATION, ^^MAINTENANCE 
. AND DISSEMINATION OF STUDENT PERSONNEL RECbRD DATA • 



'Student records are an essential part of un- 
serve this endj,' information abou studer ; ' 7" 
is considered necessary in acco: lish . r.- ch- d_ 
established by the school disl^ri . and Its su 
maintained under the supervision ^ t' pofe _( 
certified staff*. 
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ixl^ "'.oals. :_;id o ef 
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Collection, dissemination T: r . : 
^ould be controlled .by proced 
of the district its sub-ri 

the best interesp^ of the stu s .. re^ 
dhe various ty^es of reco: 

The intent of rules concj^ni--^ luden 
::nd procedures, to protect th. r-^^zhz : cf t 
ne concept of free flow of iaforna m be 



Ic is of the utmost impcrzance t.iat a ii 
and "rules." ' Policy is tr.at ^enerai statere: 
of directors to. all concerned. Rule .s thiLi 
administrat ion ty which ti e policy i^: to^bv 
application of policy to hoecific ci:-:umst.i 



Model Sjtatement of Poli 
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Wf^ile the policy may actually have been determined by Ccing-ess, it \vSul 



be appjpopriate for school boards to consider formal approval 
similar to the following: . >^ - ^ 



of language 



;tuj,r:its attendiui^ 



An accurate record shall be maintained i jr ...il si 

/^^^ : , : School District. Records of 

a student shall be reasonably accessible tn the stucent if 18 years 
of age or older or to parents of that student. ^ Stucent records 
shall remain confidential. v ■ ' « 



Model Statement of Rules 



I. Purpose of ^tudent Recoroj-. 



Stddent records are coll^z cted and maint:.. med to facilir^^^e 
the instruction, guidance, and' e'ducatior.al progi'ess of the 
student and for legitimate research. 

I X . Def ini t i6n of, Student Record . } ^' 

A studer^: record means anything for others to see or hea^ concern- 
ing the Instruction, gui':'ince and educational* progress of a stu- 
dent which is maintaine*^ any medium 'V 'udi'ng, I i t'limit. 
writing, p^int, film ^ r ^ ' 



■c ■ 



A.sLadcnt record is distinguishable from personal, professional 

lattV two are in:_ nded for use 
^es -HO not :)econit: a student record 
another' persor ther than the 
naj^g^o.ther t: .. ...with a- substitute 
::^lly makes the :iotes .a student ^ \ 
:id rules gcvernLng student records. 
. :i who is replacir.g that 'certificated 
. nator of tj:ie notes and who is absent 



and wo~ 


■ - ir<y 


notes in/that t 


^b; 




c^or onJLy. Such 


u: 




made availabl 






ubstitut*. S- 


Of: L 




•now basis aut:::i:ii 


reco: 




^ :o the j>8lic. 


A subi. 


:tui 


• J. 11 ^an a p - 


s chod J 


erapl 


'fWho Is t!he 


f rom r. 


- 


res ponsibilit 

V 


Age c 


J. 




Whefi^ 


ude 


r.i: react)es age 


sec on 






2iv^^ 


■ar 


inns shall be r.- 






"'Z ^f feet the r 


ha- 






R(. 


Ct IS 


oiade to the ri;:.: 


sh 


be un 


zr^rstood that fr • 




me ans 


Liher natural 


ac I . 


as a 


i: i-i-ent in the at it 



at tend i n 
on i.r coi:^'^:.. 
d of and .,r l-. 
of pa'rent^D : ^ 
at ional record* 



Inst • tRitio'i of post- 
quired t»f and righj:s 
only Lo the student, 
^p'^ndont children to 



ifforded t: - ~ar?nts*of- students. It 

purpose :f the f.e rules , th'e * term 
it, legal guardian, or an individual 
:■ of a parent or guardian . 



It 

grante 
dence 



1 
d 

shows that 

sing parental i^ights 



be presumed that eiiher parent may/exercise the rights 
parents under these rules unless documentary legal "^evir 
a pa^nt 'has been expressly precluded f roife 

The mere ^ awarding of custody to one 



exercij 
parent 
being 
persan 

lease of the records will be detrimental' to tft^ student ' s -Welfare . 



shall" not preclude the parent not having custody from 
granted access tb the student *s records unless 'ihe star? 



i:: charge of the records has reason to be^lieve^ that ^e- 



In the.e\ent tha*t the student is institut'ionalized; the r'-gh^-c 
aff-orded to parents under thhse rules shall ^be grant^^^d to-the 
appropriate institution or agency. ^„ ' . . 

R: ght to Challenge and Hearing Procedure ' 

Parents shall have ;in opportunity for a hearing to challenge the. contents 
.of their child's school records ,' tcf insujre *^that the records are not 
inaccurate, misleading, or otherwise in violation of th,e privacy or 
other rights of the student, and to provide an opportunity for the. cor- 
rection or deletion of any such inaccurate, misleading, or otl^erwise 
inap'propria te data contained therein. 

A parent wishing to challenge the content of the student's school 

,jrecprd rfhall make written appli^at'ibn to the building principal. 

Within ten days or at a' time muCually agreed to, an informal hear-- , ^ 

ing shall be held to determine the valid ij:y , of .t-he^ihallfenge . The ^^.^J^^' 

pare' of the ^student shall be given reasonable notice of the time, 

plar ud date^of the hearing. The hearing panel shall consl:st of 

an c 1 number each of certificated guidance personnel teachers 

^nd mlnist rators (excluding the Super:j^tendent) . The 'panel shall 



hear e>^idence relevant to %he matter including representatives 
. of apprppriate prof essionaj^ disciplines . Challenging parties 
shall be afforded a full and fair opportunity to present evi- 
dence relevant to the iss'uFs raised and may be assisted by 
persons of their choice a^: 'their own expense. The decision' may " 
include any educationally reasonablfc^ action with regard to the 
challenged portion of the education record and may include alter- 
ation and deletion . Grades may be^ challenged only on the basis 
of accuracy .in reoprding and not on the basis of evaluation^ of 
performance. A written decision sliall be rendered 'as ^soqn as 
possible and included in the record, but in no case more *than 
five school days after the hearing. The decision shall be^based 
solely upon the evidence^ presented at. the hearing .and s^aT^ in- 
clude a summary of the eVidence and reasons for the decision J 
Should the pare'nt be dissatisfied with the decision of^'the p-anel, 
^ the parent may, within ten days; request a review by the ^Superin- 
tendent. The Superinteacient shall^ within ten days of the request 
for the review, either sustain, modify, or overrule the decision 
of the panel. Persons challenging the content of student records 
shall be informed of the right ^to place a written response in t he 
record. No person with a direct interest in the outcome, qr 
responsibly for placing the challenged information in the record, 
may participate in tfie renderings of a decision. Should ^the Super- 
intendent have a personal interest in the outcome or if the Super- 
intendent was originally responsible for. placing the challenged 
information in the record, the Board ^ Directors shall. designate 
a Superintendent of another district or an area education agency 
administrator .to r evi ew . the .dec ision . 
" • ' ' / ■ ' 

(Commont: This procedure represehts only one of several alternatives ' 

for considetation . ) 

... ^ » * 

This section is not to preclude informal settlement of eii.^putes 
over stifQont records and; tb^u^ content .when- the eriTai,lenging party 
and th^ school arrive at a mutually satisfactory^ a"fereement . 

^ . 1 

V. Right to Respond X 

The parent sfiall have the right to respond in writing to any 

information in tl^e record and have the response become a part 

of the record. Such ' responses "^shall be 'disclosed to ajparty * 

whenever .the challenged or 'ob j ect ionabl^ material is disclosed 

to that party/ . ' v , 

I. "j Collec t ion of Data ^ . , , " 

S'urveys or_similar da^ta gathering activities shall confo/m to 
the appropriate regulations promulgated by the Secretary of 
Health, Education and Welfare.. ^ ' .\ ■ \ " 

* ■ ■ ' ' ^ .■ ^ . ■ ' 

I. Directory Information • / ^ 



Jhe .prindipal .of each at tendancej^center may release the following 
types of information to the public Nqs the principal .sees fit, keep- 
ing in mind the privacy « of tiie student and the student's family 



and the totafl.ity of the • surrounding • circumstances : name^^ 
address, telephone listing, da^te and place of -birth, ^ major 
field of^i'study, participation in officially recbgnized 
activities and sports, weight and height of members of 
athletic teams, dates of attendance, degrees and awards 
received, the most recent preVious school or institution 
attended by the student and other 'similar information. 

«» * • • 

(Comment: Delete, inappropriate items as desired. This section is 
'■valid onlif- when used in conjunction with Section 

Thislsection shall nqt allow the release of any of the above • 
information to which a par-ent has filed an objection in writing. 
When a pr^rent so objects,' the student records shall be clearly 
distinguished and identified, as to t^hat types of information are 
I. no^ to be released regarding that student. 

VIII. Classif icat ion and Maintenance of Data 

^ * . > 

^For fhe purpose of security and- access, student ^ata should be 
, classified. The recommended classifications of information 
\ V about .students collected and maintained by scho'ol personnel are 

^ f categorized as follov^: ^ * 

A. Category 1^ - Permanent Records ^ 



Official permanent records constitute personal data necessary 
for operation of the school syat^em, and important for student.^ 
needs. 

-Identification' data, e.g., name, sex^ birthd^te , ^address , 
' parents name, and address, telephone number, 

2. Race or ethnicity (as stated by tl^e student, and if requested 
for statistical purposes)!^ 

'^'^ ' 

3. Attendance data.' ^ 

' ) 

^, Record of achievement, ^.g.,, grade level^completed . 

5. " Date of graduatiqn^ / 

6. iFol*low-up information after graduation . 

y ' Haint enance o f Permanent Records >^ ^ 

Category 1 - Termanent Records shallll be ma^ritained in perpetuity. 
Updatireg i^ to *fte ^ane' as changes j)ccur . For'thq purpose o^ « 
security;, idenblcal 'duplicate d'at* shalj. 1)e maintained in ^secure 
- ' fy^es^ in separate 'locations. ' . ^ 



Category II - Cumulative Records ^ - 

This classification includes information of importance in - , ^ 
*helpin*g the student'^and protecting^thers . The information 
contained- in this category is not absolutely necessary to 
the operation of the school system, but is of a mor^'s^Tisi- 
tive nature and* of less historical importance. These. cumu- - 
lative records shall include general and observational data. 

1. General Da{a 

a . Health information . . , ■ . 

b. ..Family background^ data r ^ < ^ ^ • 

c. Standardized aptitude tests. 

\ 

d. Standardized intelligence scores. ' ^ / - 

e. ■ Vocational interest inventory.. 

J f. Educational ancj vocational pla^is. - 

■g. Honors and actdvit les . , - , s - ^ 

Observationa l Data ^ ' * ' . 

a^. Objective counselor or teacher ratings. 

b. Reading reports^ -^-^ * 

c. Discipline 

d . ' Reports of. support services. , 

Maintenance o f . Cumulative Records • ^ 

''Category II - Cumulative Records shall be kept objective, factual 
and cKevoid of vali^^j udgments . Care is to be exercised to insure 
the accuracy of data. Reported behavior pattern, and specific 
incidents are to be unambigu^^ly described and clearly veri'fied 
prior to becomin'g a p^i^ of any record- Inf ormatiofi may net be 
placed in a student record which dofes' not have relevanc6 to the 
education of t.hat student. School, personnel should b^ aware that 
what' they write for t-he record about a student, in a^ and all 
contexts, may be sharpd "with, the stud^ent or'paretit. 

Tho-^ c;lata classif ied as Category II - Cumulative Recprcls shall be ' 
reviewed periodically and at a. minimum when a student moves from 
elementary 'school to middle' school/ j unior high school and from 
middle schgol/junior high school to si2ni6r high school, and when 
the. student t ra^ns f ers "out of the d^istrict-.-^^^o more \han three 
.years after a student graduates or "is permanently dropped from , 
school. Category II - CumuTat^iye Reccj^d^^shpuld be destroyed and 
selected 'data that /nay have permanent useFulne'ss Should be trans- 
ferred to the permanent record. ■ ■ v 



C . , Disg^mination of Permarient ' and Cumulative ReCdrds 

■ '\ ^ K ' ' . • . 

'Wr^ittfen tftns^nt for diasen^ination shall be signed by a. parent and 
date.d>and shall 'iticlude a specification of the'reco#dte to be 
released, the reasons /or such release aud *naffies of th^party ' 
- or cl^ss '6f paxties to,wl:\.oin such records may be. released; 

^ ' -Dissemination of Peritfanent and Cumulative Records and the^>-dTif or- 
mation. contained thei?ein may be made to only the following with- 
' * out prfo>r written consent, subpoena or court order and then only 
under the terms specified: 

,1; Certi,ficated -school staff employed by the" district.Jj 
clerical personnel responsible for the custody ani^ 
^ keeping of the record, and Certificated staff of tlie 

, area education age^y jeerving students in^thfe district, 
who h;^vfe; a legitimatl^'^educationa interestf and S'ther 
persons' on the staff -who . have bien .determined by the 
^superintendent, principal. or person in charge of the 
attendance center to have a legitimate educational 
interest. • ^ ^ ^ 

"2. The Board of Directors si.ttipg' as ^:-whole- when deciding 
matters regarding individual stud^ts. 



3, Officials of otheir schools or^s^oc^l 'systems in which 

the student ^eeks^or intends to enroll, upon the condition 
that the student's parents he notified of the transfer,, and 
have the opportunity to reque^- a copy* of the record at a 
reasonable cost if - desired and to" challenge the content of 
p the record in accordance with^^Sect ion IV. 

^ j^he education records of ^""a^ no^vp.ublic school stu^ient enrolled 



courses or^^ receiving services from this school district 
may be shared with the certifidated staff of the nonpublic 



. iT^^^^hool in which the student is also' enrolled, provided that 
^p^tt-^ bhe parents of the student are notified*- 



A. Authorized representatives' of Federal and State educational 
^^-autliorities auditing and evaluating Federally supported 
education programs. , " 

, ' -tj ' 

5. Financial' Aids of ficials in connection with a student's' 
application for, or receipt of educatibnal financial aid 
and only that information which is necessary for the 
receipt of such aid. . 

6. St^te and local' officials or authorities to which information 
is required to be reported to disclosed pursuant to state 
statute adopted prior to November 19, 1974. 
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7. Organizations conduct ing sfuaics in this school district 
for the purposcv. of dcvc 1 op i ng, va 1 idat ing, or administer- 
ing predictive tests, organizations administering student 
aid. programs or organ ixat ions. conducting studies for the 
^ imp rove mejat of instruction, - 



Such studies shall be conducted in a manner which will not 
permir the personal identification of students and their 
parents^by persons other than representatives of such 
organizations and destruction of such information shall be 
required when no longer needed for thepurpose for which 
they were conducted. 

8. Accrediting organizations in order to carry out their 
functions. 

9. Parents of a dependent student as defined in the Internal 
Revenue Code of 1954. It shall be presumed that a student 
is a dependent of: his or her parents until such time as 
substantial proof to the contrary is shown. Anyone alleg- 
ing facts to the contrary shall be given up to 15 days to 
produce substantial evidence of the fact during which time 
access "shall not be granted. 

10. Appropriate persboe in the event of an emergency if such 

information is nefcessary to protect the health or safety of 
a student or oth^r persons. "Whether a true emergency exists 
will be determined by the seriousness of the threat, the 
need for the information to meet the emergency, the ability 
of the person to whom information is released to deal with 
the situation, and the extent to which time is essential. 

Category 111 - Tentative Recorjs 

/ • 

This classification includes * information of clear importance to 
the educational process but not absolutely necessary thereaft er . 
These records include data of a potentially useful nature, but 
are also of a subjective or clinical nature. The following are 
examples of tentative recortis. 

1. Those data which relate to personal data sheets, and 
psychologists' or counselors' recommendations. 

2. All data which' have been collected by a certified psychol- 
ogist from any source pertaining to students who have been 
subject to psychological studies. 

3. External agency reports include confidential reports received 
from cooperating agencies such as child welfare, juvenile > 
courts, hospitals, etc., as'well as those from private 
practitioners who are working or have worked with the student. 

Data may include reports of personality assessment, both projective 
and nonprojective; developmental histories; case ^ studies ; personal 
observation; and impressions'based upon available data. 



-"if 



Maintenance of Tentative Records 



Category III - Tentative Records must te maintained separately 
from Category I - Permanent Records and Category II - Cumulative 
Records, in order that their tentative nature be protected from 
unauthorized use. Tentative Records do not become a part. of 
the student's cumulative folder nor do they become a part of 
the Permanent Record. Tentative Records shall be kept in secure 
files for only such period of. time' as they are relevant to the 
work with a particular student, 

J 

Data in Category III - Tentative R^cotds shall .be reviewed at 
least annually. When their usefulness is ended, tihey shall 
either be. returned to the originator or destroyed by shredding 
or burning. 

Dissemination of Tentative Records 

These records may be shared only on a need-to-know basis with 
other certificated school personnel within the school system 
at the discretion of the person in charge of the record. Such 
records are* not to be duplicated without permission of the 
originator or the person in charge of the record. Requests 
for these records from other agencies must be accompanied by 
a release signed by the parent, and be referred to the originator 
or the person in .charge of the record. 

These records remain conficje^itial . However, the parent is 
entitled to see such record^l^and not merely to have items 
selected and read by school;^^^ A challenge to the 

Tentative Record shall follow/.ithe procedure set forth in 
Section IV, ' / . - 

IX. Personal Professional Working Notes ' 

Data of this category shall cons-ist of those data maintained in confi- 
dential personal notes of professionals in the school.' (e.g,, teachers, 
school psychologists , school counselors, school nurses) These data 
shall be maintained only so long as they are useful to the professional 
in contacts with the student. These data are not subject to required 
release to parents or their legal representatives except, in compliance 
with judicial order, or ojrders of administrative agencies where those 
agencies have the power of subpoena, 

(Comnent: In interpretation' of this section, refer back to Section II, 
Definition of Student Record .) 

X. Computerized Data Banjks ^ 

Computerized data banks pose special problems of maintenance, 
security, and access. Procedures developed for dealing, with 
computerized data banks shall be in accord with the following 
principles: 

tx 
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There must be no personal data record keeping system whose 
very existence is secret. 



B. 



D. 



There must be a way for a student to find out what infor-' 
mation about <^he student is in a record and how it is 'u^ed. 

There must be a way for a student to prevent inforn]ation 
about the student that was obtained for. one purpose from ' 
being used or made available for other purposes without 
the student's consent. 

There must be a way for a -student to dorrect • or amend a 
record of identifiable information about, the student. 

Any organization creating, maintaining, using or dissemi- 
nating records of identifiable personal data must assure 
the reliability of the data for their intended use and 
must take precautions to prevent misuse of the data. 



(Corment: The above rules should he considered rat adoption by districts 
utilizing computerized data banks) 

' Administrative Responsibility ,for Student Records 

A. The superintendent or the' superintendent's designee 'shall be 
the custodian of all student records maintained at the district 
level. Even though the sup'erintendQnt designates someone to be ' 
custSbdian of all student Records at the district level, the 
superintendent shall remain primari-ly^responsible for all student 

— ~ rec ords . ' , 

\ 

B. The;'principal or his designee shall be the custodian of all 
student records at the building level. Even though the 
principaT designates sbmeorie to be.- custodian of all records 
at the building Jevel, the princi^^al shall remain primarily 
responsible for all student records. 

. - ■ ■* 

C. The principal sl\ail make maximum provision for protection of 
student records fropi review by unauthorized personnel and for ' 
maximutn physical security of such ^student records. 

D. The principal or a designee is responsible for classifying student 
records an^maintaining them so that each student record can clearly 

, be identified by classification,' for reviewing the files and 
deleerng cumulative and tentative student records when necessary, 
sfnd .for granting or denying access to student records on the basis 
of the policies or procedures set forth in this document. 
< / • 1 ' 

E. .' The principal shall ensure tfiat the schooP staff under the 

principal's 'jurisdiction receives periodic instructions and 
• ^ training regarding the privacy rights of students and parents. 

The proc^pdures for collection, 'maintenance, accessibility , 
. dissemnation ,and retention of student information- shall be 
reviewed periodically for the staff by the principal. 



Maintaining Log or Record of Requ 



for Inf cfrnifitiori 



There shall be maintained as par -he records file a card 

which shall be kept permanently ne file of the student 

for inspect iqn by the parents. ard shall indicate the 

legitimate educational or other .st that each person, 

agency, or organization has in information. Ceiftifi- 

c^ted school staff employed by :rict and clerical per- 

sonnel responsible for the cusl keeping of the record 

do not need to record their owr i to student records un- 

less such access is pursuant tc aest for information from 

a person not on the school stai or other than legitimate 

educational interests. 

The c^rd shall state the name, dace, and purpose of the use of 
the file, and mu3^ be made available to parents and to the 
school official l^esponsible for record maintenance as a means 
of auditing the ot>eration of the record-keeping system. In no , 
case shall the log b^ accessible to anyone other than the 
parent* or the official and his assistants responsible for stu- 
dent records . , 

The log is not "required to show disclosures obtained through 
written consent when the ^arty receiving the record was ^ 
specifically named in the consent form or- for disclosures of 
directory information. Consent forms shall be kept as part 
of the student Vs record. 

* ■ * 
Types of Requests for Student Information 

A. Telephone Requests 

Requests for information via the telephone, except directory 
information, shall not be honored when information requested 
must be obtained from student records. 

B. Written Requests 

Written requests for information may be honored under 'the 
following conditions: 

1. The inquirer is properly identifieci. 
•2. The purpose of the request is clearly stated. 

3. The type of information required is expressly stated. 

4. Prior written consent is given by the parent except in 
instances exempt 'under the provisions of Section Vlll . C, 



Personal Visit Requests for Information 

V 

Upon presentation of proper identification, a request for infer 
mat ion via personal visit shall be honored under the following 
conditions: ' 
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1. The inguirer is properly identif ed. 

2. The purpose of the request is clearly stated. 

The typ'e of information required '< exactly state^d. 

Prior written consent, is give- \ parent except in 

instances exempt under- the p, of Section VIII. C. 

A professional staff member shu x be present during the 
t entire in-person visit and be available to interpret 

V the data to the visitor. ' 

- 6. ^"redord of the vis^it shall ::g made. 

XIV. Sources of Requests for Information 

'A. Parent, Student , vPormer Student jv Parent of Former Student Under 
Age 18. . 

' ti • ' 

1* A student's parent shall have access to educational * 
records by scheduled appointments. 

. " ^ ) . 

2. A counselor or other school official competent in 
interpretljng^ student records must be present to 
explain the records that are examined. 

3. The following exception shall be made, to the principle. 

- of parental consent with respect to a student's age and 
his legal rights: A parent of a student or former stu- ' 
dent shall have dccess to the student's records as long 
- / ; • as the child is n . pendent. It shall be presumed, until 
4 suffidient showing to the contrary, that a student attend- 

V " ing school in this district is a dependent of his or her ' 

. parents. _ ^ • 

"^^1^ ^' ^^^^'^^^ shall be granted the opportunity to copy student 
9^ ' records at a reasonable cost, not to exceed t'he actual- cost 

of reproduction. 

B. Family Members Other Than Parents 

Requests -for information contained in the student's record shall 
not be honored when made by a student ''s relative or immediate 
family members other than parents, whether the request is made 
in writing or in person. The release of information to those 
persons can be made only with the consent of the parents. 

C. Certificated School Staff 

Only certificated school persprthel who. haVe a proper educational 
. - purpose shall have access to student records. S^iaff members shall 
• respect and observe the importance of the student record. The 

utmost personal and professional responsibility is required in. the 
uses to which they put their specialc knowledge abou^ a student. 

' " i 



D. Noricertif icated School Staff ' ' . 

"I 

Noncertif i lated school staff will have access zo student 
records'oniy in the' routine pejcf ormaniCe of duty under 
supervision of a certificated person. They wiU. not'' 
evaluate or interpret school records. 

E. feoard of Education 

• - 'J ^ 

I^equests for infiprmatibn from the.^Board of Education as a' 
whole 'may be honored under the sajfeguards established for ' 
staff requests. • * tv 

F. Court; Agency or Institution , . ^ 

All information released to a Qourt, agency or institowjftn 
should be directed to a specifically named^ representa^'^Mp 
therefrom. Re^iuests fo;r information otiginating J^.rom any 
federal, state, county or local agency having any legitimate 
interest in the student's record and exercising the power of 
judicial order or subpoena may bfe processed according to 
' these regulations so long as the use is ^cjOQ^i stent with their 
statutory powers or responsibility. 




A reasonable effort shall be made to give notice of the rec?^ipt 
of the order or. subpoena to the student's parents prior to 
compliance. 

'i- ■ . 

Othex 

No other person may have access to any data in a student's 
records except under one of the following circumstances : 

1 . When proper written consent to the aopess of such records 
has been obtained. 

a. The consent must'' be given by the student 'p parent . 
However, when a student reaches 'the .age of 18 years, 
his or her consent and npt that of the parents must 
be obtained for access of the information. 

b. The written consent must specify the records to be 
accessable and to whom they are to^ be accessible. 
Each request for consent must be handled separately'. 
Blanket permission for the access of the information 
shall not be honored. ^ 

2. When data for outside res^rch purposes are pbtained in 
such a manner that no individual student is identifiable. 

,3. when an exception under Section VIII. C. 



students and Parents - Dlrec":Qry In forma .on 



The ut handbook or simtlaf!- publication ^giyen ach dtudeiiji: 

ooti .g gener^aj. information' about the school- sh.J.1 Cohtain . 

the )wing' statement yhi'ehpShall also^ be .publisnc' t least. ; 

ann^- In a prominent place in a newspape^T of circu- 

lac -n the school ^district . " ' ^ 

The llowing information ^may be released to in regard 

■ lo Individual student of the school dist ■ -ss ,ty or 

' llity arises.. Any student, parent c )t -/anting 

. hi :.r zormation 'released to the public, mi. ^tica in 

^ ri - ^ tj the principal or dther person ii le,. 'school 

V. iii he student is attending. It is des. r^spw ais 

OD } Loii at the beginningfof 'each school ; 

7^ NAME, ADDRESS, TELEPHONE LISTING, 1 iV: . ;E 

OF l^IR^fH, MAJOR FIELD'^F STUDY, PARTI. IN 
OFFICIALLY RECOGNIZED ACTIVITIES AND SI -^IGHT - 

AND HEIGHT OF MEMBERS OF ATHLETIC TEAMS, ^.^_71 . OF 
ATTENDANCE^ DEGREES AND AWARDS RECEIVED, THZ MOST^ ^ 
* . RECENT PREVIOUS ;SCHOOL OR INSTIT^^TIO!^ a^^^>:DEL BY 

THE STUDENT AND OTHER SIMI^ af' r^^AV' 

''^^ Nonpublic School Students E^nrolle . u^xi-C ^ Scnooi Offerings 

Thj^i public school records of a non|. iblic school student attending 
thje public schools shall be' available to the parents of that stu- 
^'dent to the extent that student ^is ■ in^^t tendance in schools belong- 
^ ing .to this district. . ' 

■ . " * ■ 

The education records of a nonpublic school student enrolled in 

courses or receiving ser-^ces from this school district may be 

shared with the certificated staff of the nonpublic school in 

which the student is also enrolled, provided that the parents 

of the student are notified. ' ^ . . 

XVI,I. Minor Students 

All §"tudents under age 18 shall have reasonable access to their 
records. The withholding of any -material from the minor student 
must be educationally jus^tifiable or, a result of parental request. 
These recoirds may also be utilized in counseling minor students. 

XVIII. Thirj^ Party Permission Release 

Except for the release of directory information, every time confi^ 
dential ijif ormaijtion regardii^ a student is released to other than 
the student, parent "or local school personnel, it shall be accom- 
. panied by a letter indicating the confidentiality of .the material, 

and the necessity for obtaining written consent prior to release 
of any information by the third party. 

■ / . 



/ 
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^ XIX. - Notice of Rights " , , - * ' . . 

* ^ ■ * ' * ■ ' " i * 

Th^ school administration shall ,cause t!p be publ^Bhed; at :^east 
annually, in a newsf>aper of general tir'cui^aIion ,ia the distf'ict 
and in appropriate schoolvpublications , notification- of the 
rights accorded/'students and parents under ^choo. ?^ovo vn- 

ing student t^ecords, Not^-ce shall be sent \: liv .n^ 
language of the parent", '-or student over the ^i" _f : 

t language other than English ig necessary to r not 

(Joimenz: See Model Form Notification, pacr 



X. 



Publication of Policy a^nd Rules , ? 

The school district shall publish and/ t -^.^^ i c( ed 

persons upon request at each attendance ^|t- ?^ cjp i . .,s 

and rules pertaining to the maintenance ident -core 

XXI . . , The' Right to_ Withl Information '* ' i 

■■■ •, . ~ " . \ . V ■ - 

, In the course of processing a^ request for information, ^^easbnable 
doubt on any aspect of the request or concern about the authorization 
to process the request shall be deemed sufficient r ; n for the 
staff member to act in a prudent manner anc to wi::::: all :r ' :-t 
of the information until such time as the .estior i_ r: olved. iLvery 
reasonable ef f ort*^shall be made to comply _thin ^5 of the request 




- ^ 




MODEL -'C 1 .?(;.. 



The 



m.?intains records on eac 

gi .Jr?nce and educational 
-ition 3out the student . ea;^. 

) t llowing types of tw.. : ds : 

^cc achievement, f:Jmily oackgrr 

ocaL pl'ans, honors and a^tivit. 

eache^' ratings and observations, an 



The records. of -each student are gene: 
which he ,or she is attending. /-ny £:icer 
other records or by the person i char'ge 
building. The name and positi Of the p. 
s tudent "records for each schoo ui] ng 



;{;:.3n d£ 



.1. 



: :)ti CUGv 






al an. 


: . ne dat 


- > 




se . or 


:.:;ency r 


:!PC" 


■). ^ 










:iated 


n ' V 


school 




jie ^no 


_ed^ 


he stu 




ci main 


- rv ^ . 


for eac 


icnool 


"re ^nr 


e 


nain tenar. 


ce of 
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School 



Pes ition 



The following persons agenc 
access to student records without 
over the age of 18 years. Any o: 
upon ^rit ^en \;onsent or upon cour 

^hoo]^ i^fficials and tea 
Officials of other schoc 




-s and rgaaization? may hiave restricted 
rior vrritt m consent of the parent or :udent 
r access t j student records shall -b^ :"iy 
order or legally issued subpoena. 

lers with a legitimate educational interest. 



B. Officials of other schools in which the s'tudent proposes to enroll. 

C. Representatives of ^state and local government when auditing and ♦ 
evaluating Federal education programs. 

D. In connection with a student's educational financial aid applications < 

E. /Governmental officials to which information is to be reported under 

state law adopted prior to November 19, 1974. 

F. Organizations which procr,ss and evaluate- s tanjlurdized tes ts 

G. Accrediting organization:; for accrediting purposes. 

H. Parents of dependent chii ^er regardless of child's age. 

I. In connection with an erne: .cy. 



Student records ar/l\r eview r d a:^., inappropr :: 
but at a minimumN^hen Ja student mov : :^ from eleCiC:: 
junior high schoo l\awd frommidcle i ::hool / junio^ 
and^ when a student transfers ou : of -he distric 
importance aire^ des troyed within three years of 
attendance. 



:e matter ial removed per :ally, 

ary school to middle - -/ 

-igh school to -senior ;chool 

Those records not of Tranent - 
aauation or discontinue- 



ERIC 



Parents of s tudents -^under age 18 and students over age 18 may exercise the 
opportunity to review educational, records of the student, to obtain copies of. 
the records, to write a response to material in the record, to challenge the 
content of the record on grounds of ^^appropriateness , inaccuracy or an invasion 
of priv'^iy, and to pave the records explainec. 

■ -. ' " J 



The p 
policiers o " . i 
responsib_ ..)r 3ai 
This is ar. i^jbrcvvia. 
Sectfon K': 



followed^, ii 
qbt^ned fr 
-ling student 
io^rm of * noti( 



i'T> not re: aed as p^^^ 



' The principal 
the following types 
mind the priv.acy of 
the s.urround -ic^ 'rcu 
place of bi- 
activities a. 
of . at tend ar re 
or institu: Loi 



[Delete inL.ppi 



-.3 tei 
pria: 



Any parent objc 
a writ ten- obje :tipn 
student recorc ; in e: 
publicly rele.-jed. 



irson -in cha 
Information ^ 
student and 
stance's : nam^ 
ield of '^tud 
/eight and hi 
■ awards re 
the stude:: 
IS , 1 

n to the pub.. 
:he aforeme:, 
lilding and 



cising any i 

o.f'^ the ai." ^reiiiie 
ds in 'each - juilJ 
i will not like 
adopted rules . 

each atftendsan 
pujblicy^as Ije : 
tud^nt's fami^l - 
^es:5 , telephone 
{Xat^oh 'in c . 
memberr of at 
. , Lne raos . e 
. d other sini. 



rights unddr schpdl 
r.tioned persons 
mg. [IMPORTANT.: ^. 
^ sufficient if 

center" may release 
es f it , keeping in 
and the totality of . 
1 isting, date ^nd 

cially recognized * 
: i.etic Ceams, dates 
r.L previous school 
: :if ormat ion . ^ 



.ease of information mus"f file 

: person :, ;nsible for maintaining 
.nformat ^'jected to shall not be 



Students ind p. rer: 
aiui Welfar ■ conplair. :s 
ciimply wit; federal Leg- 
sJiould be addressed zo : 



may file wi::h "Hl-, Depart :i if Health, Education, 
:icerning allege failures ^ tie school district to 
lation dealing ith student r : fiords. Correspondence 
The Family Educational Rights and Privacy Act Office, 



Department of Health, Ecijcation, and Welfare, 330 'Independence Avenue, 
Washington, D. G\ 20201. 



c 



2: 
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y . . FORM II * ' 

cDmulative ^ record review log 



(This Idg^ is no*t to' be vi^ewVd by anypne other than parent ^ " . - 

or person and a^sist^nOs 'responsible for 'records) * ' r ^ 



NAME 



' DATE 



fl REASON OF REVIl^W 




^. i 



7 — r 



f N 



.J 



ERIC 
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FORM III ■ ' \ 
RECORD REQUESr FORM ' •\ 



^STPDENJ'S NAME_ 



ATTENDANCE CENTER 



REASON FOR RELEASE 



GRADE 



PLEASE FORWARD MY CHILD RECORDS TO: 



J 



I HAVE HAD THE OPPORTUNITY >T0 REVIEW MY CHIlD'S RECORDS AND. GIVE MY PERMISSION 



FOR RECORD RELEASE. ^ 

PARENTS SIGNATURE 
PARENTS ADDRESS 



DATE 




tSchool Letterhea'd) , ;^ . 



NOTTFICATION OF TRANSFER ^OF. PUPIL. RECORD TO ANOTHER 
^ - ' ^. ' SCHOOL SYSTEM OR POS^T SECONDARY INSXiTutlON 

DEAR PARENT: ' ' 

'.YOU ARE HEREBY NOTIFIED OF THE PENDING TRANSFER OF 



(Pupil's 

4 



SCHbOL RECORD TO 



Name) ^ (Name of School) 

ItJ * )^ ^ . 

* ' (^Location) ' 

SHOULD YOU WISH TO RECEIVE A COPY OF THE RECORD TO BE TRANSFERRED, PLEASE 

RETURN THE BOTTOM PORTIO^'OF THIS 'FORM WITH YOUR SIGNATURE BY 



(Date) 

THE COST OF COPY IS PER PAGE. 

SINCERELY, ^ ■ ^ ^ 



Principal 



I WISH TO RECEIVE A COPY OF THE SCHOOL RECORD OF 



^ (Please Print Name 

WHO IS MY (SON) (DAUGHTER) (LEGAL WARQ) . 



of Pupil) 
SPECIFY INFORMATION REQUESTED_ 



SP 
TH 



THE COST OF COPY IS ^ PER PAGE 



IGNATURE: -__ ^ DATE"._ 

' - ■ ■ ' ' • . ^ ** , 

ADDRESS TO WHICH RECORD SHOULD 'BE SENT: " X 



FORM V- ^ - 
(School Letterhead) 



. REQUEST FOR PERMISSION TQ RELEASE PERMANENT 

^ vV SCHOOL RECORD TO THIRjD PARTY 



DEAR PARENT: 



WE HAVt: RECEIVED A REQBKT FROM 




(Name of requesting, person, agency, etc.) 
FOR A gBt>Y OF Xacc^^i^^^i^TKE RECORDS OF i_ 



(Name of- Pupil) 

PLEASE INDICATE INj THE SPACE BELOW WHETHER YOU ARE WILLING FOR US TO COMPLY 
W.ITH THIS REQUEST. 



(Name of Requesting Party) 

?aI^s 



FOLLOWING PARTS OF 



MAY HAVE A COPY OF (access to) THE 



RECORD: 



(Name of Pupil) 



OFFICIAL ADMINISTRATIVE RECORD (name_^aj[drgs^s , birthdate, grade level 
completed, grades, class Standing, latt 




STANDARDIZED ACHIEVEMENT TEST SCORESy 
I^ITELLIGENCE TES^;SCORES 
APTITUDE AISID INTEREST TEST SCORES 
PERSONALITY TEST SCORES ' ' • 
TEACHER AND COUNSELOR OBSERVATIONS AND RATINGS ^ 
RECORD OF EXTRACURRICULAR ACTIVITIES ' 
FAMILY BACKGROUND DATA 
STUDENT HEALTH DATA 

OTHER (PLEASE SPECIFY)' ^ 



PARENTS SIGNATURE: 



DATE: 



ERIC 



1 
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FORM VI 

RECORD OF INSPECTION OF PUPIL RECORDS 



ERIC 



DATE : ^ 

RECORDS examined': 



RECORDS EXAMINED BY: 



PURPOSE: 



6. 



(Name of Pupil or Pupils) 



(Name) 



2S 
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